ITI Computer Operator and Programming Assistant (Python)
Module 5 Word Processing Software

(1). Which option is used for tab setting? | g afdnd ﬁl’Q 5 fawmey &1 IuanT fear
ST 82

(A) Horizontal ruler | aﬁlﬁw

(B) Status bar | WY IR

(C) Vertical ruler | FHeafeR TR

(D) Vertical scroll bar | SR Thid IR

Correct Answer : A

(2). Which document view given an appearance as in web browser? | AT ARTR & FUH

S A gEarddl =<d fear mar g2

(A) Draft view | STHE &

(B) Outline view | UG ¢

(C) Web layout view | 9§ A3HT3C €4
(D) Full screen reading | Bl ®pI ST

Correct Answer : C

(3). Which key is use, when positioned at the start of a header a tab is inserted in openoffice?

| 3 P URYH A fRIT 811 WR 3Nu=3iThy & U ¢a STA1 S1d1 8, ) {5 &) &1 Sua
fpar SITar g2

(A) Ctrl + Shift
(B) Ctrl+ Alt
(C) Ctrl + Caps
(D) Ctrl+Tab

Correct Answer : D



(4). What is the purpose of gutter margin? | ex AIfol &1 G%WEHT%?

(A) Margin that is added to the left margin when printing | WWW ET\Q' ETQT&W
SIeT T’

(B) Margin that is added to the right margin when printing | mﬁ?ﬁﬁm HYd I
Tl A A et wTar 8

(C) Margin that is added to binding side of page when printing | WWWW%

IIEFST uet A SisT War "=

(D) Margin that is added to the outside of the page when printing | WWWW%

e SIIST T Aol

Correct Answer : C

(5). The ability to combine name and addresses with a standard document is called N

TP WSS SIFgHE & ATY ATH 3R UdT B HTA B B &1 B CaJRCInG]]
gl

(A) document formatting | @ﬁﬂﬁfqﬁﬁﬁ'ﬂ
(B) mail merge | Ad 1ol

(C) database management | EereY §Avide
(D) form letters | BTH ded

Correct Answer : B

(6). How will you insert chart in MS Word? | THU 98 ¥ 3{TT IT¢ & STaI?
(A) Insert - Shapes | STd > 3THfaal

(B) Insert - Chart | ARIfeTd ®¥ > AT

(C) Insert - Clip Art | STd > fFaT amé

(D) Insert - Picture | Tferferd &3 > =

Correct Answer : B



(7). The four types of mail merge main documents are | A Hol & IR PR & 849
STagHcH 3

(A) Form letters, directories, catalogues and envelope | wﬁﬁzﬁ, S‘Rﬁ_cliﬂﬁ, FHean 3
UAddU

(B) Form letters, envelops and mailing labels, directories and lists | U‘Tﬁaﬁ, ﬁw 3R

(C) Basic letters, envelops, labels and list | %ﬁwaaf, Eﬁ?ﬂ?ﬂ, daed 3R fore

(D) Form letters, envelops, mailing labels and catalogue | W\fﬁa—{ﬁ, gﬁw, AfeiT AT
3R HeaiT

Correct Answer : D

(8). Which of the following is not a step of the merge process? | ﬁyﬁr@aﬁﬁaﬁﬁmnﬁ'
BIERIC ISR E R

(A) Preview the merge results | ﬂﬁfﬁﬁlﬁ'iﬂiﬂ?&

(B) Format a main document | wﬁﬂg‘lﬁqﬁ?mwﬁz

(C) Format data source | BiHe STeT I

(D) Identify the main document | ﬁ?ﬁﬂﬁ?ﬂ'ﬁ ansz}l%qo‘l%m

Correct Answer : C

(9). How can you insert a sound file in your word document? | 314 Gmﬁaéﬁﬂqﬁfﬁ
TS BISd & ST IPhd 82

(A) From insert > sound menu option
(B) From insert > file menu option
(C) From insert > object menu option
(D) From insert > blank menu

Correct Answer : C



(10). Mail merge is the process of combining document design with a list to create multiple
copies of document for each entry in the list. The list is called N Ad Aol forRe ® U@

wfafY & fore sTegicy @) &3 ufaai 91 & e ve Gt & 91y ey fewmsa &1
TR PR S UPT IR FeTwErs|

(A) main document | ﬁqﬁﬂaf
(B) data source | STer I

(C) form label | WIH dad
(D) database | STy

Correct Answer : B

(11). How can we rectify the errors occurs while typing? | E'IE'QH’T{%W aﬁmﬁigﬁu’r
@1 g A 1P B THd B2

(A) Auto entry | 3fTel Ut
(B) Auto add | 3fiel SIS
(C) Auto spell | 3fict T
(D) Auto correct | 3fTcl Tgl

Correct Answer : D

(12). Which shortcut key is use to center the selected text in MS Word? | MS Word A Jdaiae

52 gu cRe ot Hex T & forg fonw wiidae oY &1y fsar wiran @ 2
(A) Ctrl+C
(B) Ctrl+D
(C) Ctrl+E
(D) Ctrl+F

Correct Answer : C

(13). Which one of the following is text styling feature of MS Word? | ﬁmﬁ@aﬁﬁaﬁ-—r

T Ms Word P ¢Re WTgfeiT fawar g2



(A) Word fill | RTeq HRHAT

(B) Word art | RMe bl

(C) Word colour | g T I
(D) Word font | I

Correct Answer : B

(14). Individual in a table are referred to as N W%ﬂ%éﬁﬁaﬁ & ETH
Hefifa fear Smar 31

(A) cells | ST

(B) boxes | Il
(C) rows | Ul
(D) columns | BICTH

Correct Answer : A

(15). What is the purpose of cover page? | PdX USl &1 G%W T %?

(A) Allows to fill title, author, date and other information | Qﬂ'sh?, éw, ﬁ:ﬂ?? Gﬁ'\f g
AHESR U Pt Al a1

(B) Fills the list of people intent to mail | %W%W@?ﬁ‘ﬁﬁ@ ‘J-RT'IT%
(C) To view the mailed list | Ad Bt Tl's:'\‘ljﬂ aﬁﬁ & ﬁl’Q
(D) Contains details of the documents | mﬁﬁ%ﬁw‘m&m%

Correct Answer : A

(16). In "Openoffice”, Shift+Ctrl+N is use for . | "Openoffice” ﬁ, Shift+Ctrl+N BT STIRT

____pfmfearsmrzi

(A) creates a new document. | W@'\I%Iﬂ'ﬁ?m%

(B) opens a document. | :chaqﬁ'c'@aaT%

(C) opens templates and documents dialog | [Lave o sﬁ?ﬁaqﬁ?maﬁ@w %



(D) exits application. | 3IfRIHTA A AgR FPaar s

Correct Answer : C

(17). Combining two or more cells to make one is called N A 13 A 3P Tl Bl
AR @ TR S Rw__ serwmarg|

(A) combining | FFITT
(B) joining | SITST=T
(C) merging | AT

(D) creating | fopafdm

Correct Answer : C

(18). Which of the following is not a default document type for a mail merge? | ﬁﬁﬂﬁ%

fore e o 3 14 a1 fewiee sTagie ergu g 32
(A) Memos | HHIT

(B) Directory | ST

(C) Letters | deH

(D) Envelopes | TTAdETod

Correct Answer : D

(19). What is the scale of document for printing? | fifédn & ﬁl’({' Eﬁqﬁﬂ'\‘[ BT Ihd HI %?
(A) Is one of the ruler options for the text | éﬂ'\‘? & ﬁl’Q’ A ar‘r'uzm ﬁﬁ@ %

(B) Is the level of English use in the text | ook | W%WWW%

(C) Is the zoom of the text | TRE BT S[H %

(D) To be printed in the different proportional size to the document | STE{Q’E:\‘T & fewic

UuIRAd 9159 A fifle 31 & fou

Correct Answer : D



(20). What is the purpose of quick access toolbar? | ward UEVT‘J CUAR BT 3%'581 T %?
(A) To hold advance function | Glﬁmm? emﬂﬁaawﬁ%ﬁm

(B) To hold special function | ﬁﬁqm erreﬂﬁ'craﬂﬁ%ﬁm

(C) To hold basic function | Wﬁmﬁ%ﬁlﬁ

(D) To hold familiar and repeated function | IR aﬁ?aﬁmwaﬂﬁ% ﬁ'l"!

Correct Answer : D

(21). Which shortcut key is use to print document? | g‘hqﬁfaﬁﬁzaﬂﬁasﬁrq foa
RITdhe B BT WART fHaT TaT 32

(A) Ctrl+V
(B) Ctrl+X
(C) Ctrl+P
(D) Ctrl+B

Correct Answer : C

(22). How many ways to create a table in MS Word? | MS Word A 9d 991 & fhaq a8id

?
(A) 1Way | 1P
(B) 2 Ways | 2 1%
(C) 3Ways | 3 TP
(D) 4 Ways | 4 TP

Correct Answer : C

(23). To copies the selected items in open source office, which key is use? | Gﬁ'qu

AP H AATRS TSR B! BIU B & fore f5d & &1y foeam ST 82
(A) Ctrl+0

(B) Ctrl+C



(C) Ctrl+P
(D) Ctrl + Shift + C

Correct Answer : B

(24). What tab in MS Word you will use to access mail merge options? | A Aol fap el db

g+ & foIT 31Ty THTd 98 # {5 &9 &1 ST H391?
(A) Insert tab | 393 ¢

(B) References tab | RGR=0 29

(C) Home tab | BIH T

(D) Mailings tab | AT 29

Correct Answer : D

(25). Where does the file name of the active document displays? | WW@WWW

19 Hgl ugRid g g2
(A) Title bar | ?ﬂ'ﬁfa?'q'@
(B) Task bar | ¥ dIR

(C) Menu bar | ﬁ*j\q@
(D) Status bar | W IR

Correct Answer : A



